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Schedule Number: 74-403-A

~ Effective Date: 2/19/1980 (original)
Record Series Title: Changes Due to Adoption, Legitlmatlon Delegitimation, and
Change of Name Files

- Retention Requirement: Permanent Record. Hold in current file area for 100
years, then transfer to the State Archives.

The above retention period is consistent with the requirement of the Georgia
Records Act (0.C.G.A. §50-18-90 et seq).

Recommended by: QAM/\)#M [UV [2-10-0l

Andrew S. Taylor, Assistant D;rec r Records Management Date

The State Records Committee approves this recommended retention period for
the named records series.

Signed: 1y ' P o

David W. Carmicheal , Secrelary of State Designee Date




i‘[i Department of Human Resources RECORD RETENTION SCHEDULE
Records Management Program / CHANGE REQU EST

Revised 3/00

1. Title of Record Series ’
Birth Certificate Changes Due to Adoptlon l.egatlmatlon, Delegutlmatlon and Change of Name Files

2. Division/Office Division of Public Health
Section Vital Records

3. Action desired: Revise Schedule

Note: Updated and revised record content. Also changed retention from "hold in current files area for 10 years,
then transfer to St;g grchives for permaneant retaention” to "hold in current file area for 100 years, then transfer
to the State r for permanent retention.”

Changed title from: "Vital Records Adoption, Legitimation, Delegitamation, and Change of Name Files."

4, Retention Schedule Number 74-403-A Approval Date ) 2/19/80

The information contained on this form and the related Record Series *form is consistent with the requirements
of the Georgia Records Act (0.C.G.A. 50-18-90 et seq.) and with other relevant laws and requirements.

5. Authorized by:

7/31fos
) ision] |éj/b|rector \ ? Date

6. Subn‘ﬁeé by: &J
Akt 514 [u

DHR Records Manager : Date
7. A_pproved by:
H v, Ay Wfl v (o
Secretary of State Designee Date
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_Form 4038 (7-78) ) o ¢ . (Ove

‘ R o i | GEORGIA DEPARTMENTOF HUMAN RESOURCES.. ’
APPLICATION FOR RECORDS RETENTION SCHEDULE - | "I OFFICE OF ADMINISTRATIVE SERVICES
; ' f __RECORDS MANAGEMENT UNIT

S s m

—h

-.J’ S 7

For instructions on completing this form contact DHR Records Managemant Unit, 47 Trinity Avenue, Atlanta, Georg«a
30334. Phone - (404) 656-4976  GIST: 2214983

DHR 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES —__ARCHIVES AND HISTORY
Application Date ' Division of Physical Health Application Number
January 22, 1980 Vital Records Section - Room 217-H -7 q - H 3 - “_
Application Number 47 Trinity Avenue, S. W. Data Recaived Date Complated
DHR 80-3 _ Atlanta, Georgia 30334 FEB - 1 1080 i,EEB 1 9?980
2. Parson 1o Contact SR T = Working Title Telephone Number
Mrs. Gilmer Chatham Deputy Director 656— 4750
I—— e i A O G P~ Pp———

3. Actior. Requested > .

a. D) Establish Retention Schedule; record will continue to accumulate,
b. [ Disposs of present accumulation; no further accumulation anticipated,

B e T

c. BAmend Application No. _: 74-403 Chock One: (1 Change: Superceds; [ Void
4. Dates of Series B. Records Series Title ffollowed by title used in office; if different)
Esrtiast Latest Vital Records Adoption, Legitima tion‘, Delegitamation,
1927 tci present and Change of Name Files
[8. Division and Office Function What is the function of the Division and the Office in which this record seris is created?

The Division of Physical Health, through the leadership of the Director, is responsible for
the administration, direction, and coordination of the physical health programs throughout
Georgia. This is accomplished by the establishment of health standards for business, hous-
ing, and field operations; the improvement of the physical and dental health of adults and
children; the diagnosis and control of diseases; and the daily State-wide program of regi-
stration, statistical coding, certification, and preservation of births, marriages, divorces,
annulments of marriage, and deaths that occur each year in the State.

The Vital Records Section has the responsibility to provide services for the registration,
statistical coding, certification, and preservation of records of birth, fetal death, mar-
riage, divorce, annulment of marriage, adoption, and legitimation of births which occur

each year within the State.

L. l

7. Raoe;ds Series Description Thu fnh eontams the  followl ng documents llndudo form nurber; and titles, if any):  Attach mmptu of the file.

Documents relating to: recordmg legal adoptmns, legitimations, delegitlmations, and changes of
hame, that occur throughout Georgia.

Included are: -~ ADOPTION- form 3927 (Certificate of Adoption), certified copies of petition and/
or court order from Georgia coutrts; adoption certificates or court orders from other
states and other countries for children born in Georgia, as well as for those children
born in other states and other countries and adopted in Georgia; the original birth cer-
tificate; and the county copy of the original certificate. LEGITIMATION - certified
copies of court orders for legitimation or affidavits proving paternity with proof of
marriage; original birth certificate of children born in Georgia, and the birth certifi-
cate of children born in other states and other countries, attached to the order or af-
fidavit; and the county copy of the original birth certificate of those children born in
Georgia. DELEGITIMATION - court order to remove name of man listed as the father, and ri-
the original birth certificate; and the county copy of the original birth certificate.

The file is arranged :  £rym 1927 through June 30 1972, alphabetically by county, with each adop-
tion given a county code number; thereunder, by numerically sequence according to date

8. Monthly Referance Rate How otten are records referred to which are: r ece:[ved
One to six months oid = ;  Seven to twelve menths old —..— i Thirmen towentydfour monthsold _ =~
: twenty-five months and older —_— ﬁeeded in Vital Records Section for 10 years to fulfill
) Mn“‘;l_ﬁ_.; of Accumulation or Racordn re_fl erence requirements. ' '
] unar-me drawers 2 - Logal-size drawers ; Shelves e . ; Other {Specify) —
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YES | NO 110 ouomonnmra (Piace an X" in the ,rope-' eslumn) . T .
a. It this the official copy of the serias? o R B
X H not, whare is it? |
" b. Dosa the urhs eontaln &nhdontwl mfommm raquirmn ucumy hmdl;;?—-lf yes, cite law or rIguIa‘tlon Re(-:c;:'?:ls‘ af—;- to b;
X | sealed and_opened onlz upon order from the Superior Court. Georgia Health Code, [
X | c. Inhluvkal record? . ‘ /Section 8851714
- d. Dows this serias have histcrical or lonl torm ressscch velus? s
. When one or two documents in the file make it necessary to Ir.up the entire ﬂlo for a lon-n pmod couid thaia documents
X be scheduled mperetely? ‘ :
x Is t torm centaingd in this series sver publuhad? If yos, attach copy.

X | 7 Hyes,sttach topy.

nfor tiorhmntalnod in this Wrias aver lnalvud and/or recordad In & summarized report?

X __Hyes, where?

h is thare a duplication of ﬂm -rlu in your office, or in another oﬂm or agancy?

< 1. I this: uriu lor & major portion of Itl ngulmy mmﬁimad?

et i A~ e S b

% i- Doas the record series result in & eomputtr prmtout?

11, Ratsntion Requiremants Tre following requires the serias to be kept:
s. Swute Law -Permanent d. Audit period — . yuars,
b. Statute of limimtion yesrs, ' 8. Administrative nead years.
¢.  Federal law - YORrS. f.  Federal retention instructions —_—_—Ytars,
Attach copy or excerpt of laws or reguistions. Explein administrative need.
. Georgla Health Code - Section 88-1703
: : !
12 Approwd Diq:odtlon Instructions _ This agencv uaomrncndu that the file socies be eut off at the end of sach:
B Calendsr Year; O Flml Year; CJOther 7 ' ' then,

Hold in the current filessrea

[ Transfor to local holding ares; hold year(s); then

3 Transfer to State Records Conter;hold — _______ year(s); then .
O Deatroy : . 7 -
B3 Transfer to Stste Archives for permanent retentien. for reason of security omly.

0O other (Specity)

—— m-n_th(s) 10 mﬁ); then

Thesé records:

-must remain in custody of only the DHR Vital Records
Section, which shall have full access to them; and

-must remain "sealed and filed and not be subject to
inspection except upon order of the superior court,
or as provided for by regulation.” ).

Georgia Health Code - Section 1714

Form 4968 (778)

Theu Imtrucnom lpplv to all prior and future accumulstiens of the series, T T ; .I
HgadlDougm !S&narm) R I Date . Rnoords Manugarnant Offacaf !Sagnaturo) ;,‘.; — _ Date
wzﬂ.@){/ ()v/{dxﬁébrx) /’22430.- )/)/@M,lc/ 1/22/80
, Eliz eth W. Crank, CRM
: == State Records Committes {Signature) - Date
Recommendations in paragraph N : ( ) ]
12 sre approved. Stete Auditor/Designes . . N | . N \ _)- . 4 y l va
(¥ disspproved, sttach letter” - : - . e :
. J ' ' v —
of expienation.) Sa%mmgm { ; 5‘ z_lb p 3—
Attorney Genarsl/Designee . / :Zi, }Wﬂd ﬂ—/ﬁ, f/
" (am’“‘ Bide) R
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Gedrgia Department of Human Resources
Application for Records Retention Schedule -~ Amendment to 73-403

Vital Records Adoptioﬁ, Legitimation, Delggitimation,l
and Change of Name Files

Page 3
Item 7

Included are (continued)

CHANGE OF NAME - orders from courts in Georgia, or other states and other
countries to change the name of an individual born in the State of Georgia.
Court orders for certified copies of birth certificates as required by
Section 88-1724, paragraph (b) of the Georgia Health Code.

The file is arranged (continued)

Beginning July 1, 1972, all certificates of adoptions and orders are num-
bered sequentially by date received.

- (Original documents are Superior Court records which are restricted, by
the Adoption Law, from use. Section 88-=1714 of the Georgia Health Code re-
quires that the original birth certificate and the evidence of adoption,
legitimation, delegitimation, and change of name, be sealed and openéd only
upon order of the Superior Court).
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+s Record Retention Schedule

/
GEORGIA DEPARTMENT OF HUMAN RESOURCES

Department of Physical Health

Vital Records Unit

.
: )

Description

ADOPTION, LEGITIMATION, DELEGITIMATION,
CHANGE OF NAME FILES - Documents relating
to legal adoptions, legitimations, de-
legitimations, and change of name. In-
cluded are: Adoption - form No. OAS (5)-
27/DPW 46 (Certificate of Adoption);
certified copies of petition and/or court
order from Georgia courts; adoption certi-
ficates or orders from other states and
countries for children born in Georgia;
the original birth certificate; and the
county copy of the original certificate,
Legitimation - certified copies

of court orders for legitimation or
affidavits proving paternity with proof
of marriage; original birth certificate -
of children born in Georgia attached to
the order or affidavit; and the county
copy of the original birth certificate.
Delegitimation - court order to remove
name of man listed as the father and
original birth certificate; and the
county copy of the original birth certi-
ficate. Change of name = orders from
courts in Georgia or other states to
change the name of an individual born in
the state of Georgia. Court orders for
certified copies of birth certificates

as required by Section 88-1724, paragraph
(b) of the Georgia Health Code. The
files are arranged from 1927 through

June 30, 1972, alphabetically by county
with each adoption given a county code
number, and thereunder by numerical
sequence by date received. Beginning
July 1, 1972, all certificates of
adoptions and orders are numbered
sequentially by date received. (Original
documents are Superior Court records which
are restricted from use by the Adoption
Law. Section 88-1714 of the Georgia
Health Code requires that the original
birth certificate and the evidence of
adoption, etc., be sealed and openéd

only upon order of the Superior Court).

Disposition

Upon receipt of Certificate
of Adoption, Legitimation,
Delegitimation, or Change
of Name, issue new birth
certificate, recall county
copy of original birth
certificate; then,

Adoption: attach original
birth certificate and county
copy of the birth certificate
to the Certificate of Adoption,
and place in sealed file; hold
in current files area for 70
years; then dpstroy

Legitimation° attach original
birth ¥ertificate and county
copy of the birth certificate
to the Certificate of Adoption
and place in sehled file;

hold in current files area for
70 years; then destroy.

Delegitimation: attach original
birth certificate and county
copy of the birth certificate
to the Certificate of Adoption
and place in sealed file;

hold in current files area for
70 years; then destroy.

Change of Name: attach original

‘birth certificate and county

copy of the birth certificate

to the Certificate of Adoption
and place in sealed file;

hold in current files area for
70 years; then destroy.

Sealed fileﬁ hold in current

files area for 70 years; then

destroy.

New Birth Certificate: assign
number and place with Delayed
Birth Certificates; send copy
to the county of birth,
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£y Application for seraxmazsn o ancarvee o oo PAcE
B 5 ’ ' GEORG 1A RECORDS DISPOSITION STANDARD AECORDS MANAGEXENT DIVISTON 1

l Application Dary /

September 12, 1974
2 Msency Applicstion Ro.
DHR-DPH-35 H
3 JAGERTY, Bivfatcn, Subdivision & A;Ilnllterln| Uffice Addreny ot .Perton to Contact
Department of Human Resgources . )
Division of Physical Health Mr. C. Clayton Turner

umsruuz‘rmns:‘ See separate inatructions for completion -f[} FOR RECORDS MANAGEMENT DIVISION USE

and forward to Department of Archives and Wistary, Attantion: SEP 1 2 1974 qq qo
' 7

Records Management Officay. !

front and reverse of this form. Sign original ard tws copies Date Received Application No. llmte Complere:

(D NOV 21 1g

Vital Records Unit - Room 217-H BT vitat R
47 Trinity Avenue, S, W, =~ Atlanta, Georgia 30334 ‘Director Records 656-4750

QW " A ——
T.ALTION REQUESTED avenp s83; 191; 192; 193; and 223.

Rescind # 214,

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NC FURTHER ACCUMULATION ANTICIPATED.

B.Earliest & Latest 19.Exact Series Title ‘
Dates of Series ' :
1919 - to date VITAL RECORDS UNIT.FILES (See attached sheet)

"What is the function of the office in which this record series is cresated?

The Division of Physical Health is responsible for the administration, direction and
coordination of the Physical Health Programs in the State, These include, but are not
limited to, health standards for businesses, housing, field operations, and hospitals
throughout the State; improvement of physical and dental health of adulte and children,
and health of expectant mothers; administration of family planning and sterilization

programs; diagnosis and control of diseases; supervision of construction and licensure of

health facilities: and administration of the Cancer Assistance Program.

‘The Vital Records Unit serves as custodian for records of birth, death, fetal death,
marriage, divorce, annulments of marriage, adoptions, legitimations, and public health and
medical data incidental thereto, (Ga, Code, Sec. 88-1702 /a/). :

r}-.Thls file contains the following documents (1nclude form numbers snd titles, if any,
. and file arrangement).

SEE ATTACHED‘LIST

ATTACH SAMPLES OF THE FILE

2 . EQUIPMERT NCCUPIED Wo. of Drawvers Cu. Pr. of Records No. of Dravers Cu. Ft. of Records
ARNUAL RATE OF ACCUMULATION
Letter-site File Dravers

Tn Officels) Tn Storage Areals)

Legsl-ulte File Dravers ' Tioor Space Occupled (square Teet}

A e
This Last Precedingfall Peior
Year's Year's Yearn Yenrs'
AYERAGE DATLY REFERENCES

Farm AN-%0.T)
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QUESTIONNAIRE Place an "z" in the proper column. IT ansver 18 "YES, plesse erplain \I.ES NO
. N ' =\
13, Is this the Record Copx of the series? A (1 []
.
14, 1Is there a duplication of this series in another office or agency? LT"T; [ ]
15. Is the information contained in this series ever summarlzed or publlshed’ L1 [1
Attach copy of summary or publlcatlon : ) ..
. 16. Does the seriés contaln classified information requirlng security hendling? ['1] [1
17. Does the series’ 1n1t1ete, amend or terminate agency policies anﬁ pyocedures? ,‘ [T []
- .-’
18. Could the function be performed if the files were lost or destroyed? Il (1
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [1 [ )]
20. Does the record series provide data as input to an EDP file? 1 [
21. Does the record series contain documentation produced as EDP printout? [] []
]
22. Has the Federal Government issued instructions governing the retention/dispo- N I
sition of these Tiles?
23. W1ll there be a need for these records 10 15 years from now? If yes, what? 71 [
oh. REQUIREMENTS The following requires the files to be kept : years : }

a.kISTATE 'b.[]STATUTE OF . []AUDI’I‘ d.[ JFEDERAL e. []ADMINISTPATIVE f.[ JHISTORTCAL

LAW . -LIMITATION PERIOD ~ . . LAW DECISION . - VALUE
(Cite Law, Statute, or other reason for the retention requirement)

Georgia Health Code - Chapter 88-17 Vital Records

25. AGENCY RECOMMENDATIONS. This agency recommends that the file se ut off at the end
of each -[JCALENDAR YEAR -[]FISCAL YEAR -[J}oTHER _ SEE ArfaGHES Lisf ,then: 1

] Hold in the current files area - ' month(s)/ vear(s):

] Transfer to [ ] State Records Center [ ] Local Holding Area; hold year{s):
] Destroy.

] Transfer to State Archives for permanent retention.

] Destroy immediately after cut-off.

] Other: (Specify)

— f— p— — g— p—

(Indicate briefly rationale for recommendations above/or write additional remarks):

]
a

)

il

Re anag t Off‘wer (S'.',gnature} Date .
‘Zﬁﬁ[f‘ il zé,/“ " < (>- 74|  OTHER REQUIRED SIGNATURES

DATE

v P
26. Recommendations jdgen. Head/Designee : W ‘
in paragraph 25 Approved [ ] Disapproved — 7_/,2- 77

are: a uditor/Designee o /5
: [14 Approved [ ] Disapproved AL A W2 ]l_-‘
STATE RECORDS |, RSecretary of State/Designee .
COMMITTEE [v] Approved [ ] Disapproved (‘ pAanded Mgt f V=177

Att General/Designee '
A A ezrf-oved [ D‘igg;gnroved ‘ j/ /’Z _Z.

—-—— — - - - e - L —— e —_ - - S
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. - - ith _
Birth Certificate Changes Due to Adoption, Legitimation, ision/ Office aPubhc Hea e
Delegitimation, and Change of Name I-“1Iesi Section V|ta| Records

I e o [NBate Created: [ IE& Ended:

Purpose/ Records of legal adopt:ons |eg|hmat|ons delegitimations, and chang&s of name that occur mroughout Georgla that result in
Function ch anges to blrth cerhﬁcates

itte of Record Series

roved Retention Schedule Number i 74-403-A Il oproval Date: §2/19/80 mj- Revision Date: l7/3”1/01; _]E

. _ following requires the series to be kept:

- State Law ' Audit Period
Federal Regulation Administrative Need
Federal Law Other

== 1f Other, Explain {The standard of practice Is to keep these records permanently WE

refer to OCGA 31-10-25(e) Implies that these records are to be kept
sealed by the state registrar for 100 years, then custody transferred to
State Archives who keep them forever. However, DHR Rule 290-1-3-
.32 allows the Registrar to destroy records under certain conditions.

s=re Specific Law/ Regulation
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] __[Birth Certificate Changes Due to Adoption, Legitimation, (el = = @ b e i
i Title of Record Seriesfpelegitimation, and Change of Name Files Section |Vital ReCOTdS
= ! -
% N . e : PO fate Created: | .
= Purpose/ Records of legal adoptions, legitimations, delegitimations, and dwanges of name that occur mroughout Georgia that result in
“E  Function chang&c to birth cerhﬁcates

Total Companents: rgomgonent Numberl _1_

Component Ti Ttieio"'g‘“al paper records
ConﬁdentlaliYes ] =5

If Confidental, Cite Law(s) ]O.C.G.A. 31-10-14(b)
If Confidential, Cite Safeguards coded entry to bunldlng

E=siodian (position t1tle)|$tate Registrar Kodian (current narne)lMlke Lavole

= Medium ‘paper IR J! It ¢ Other Medium, Explain
= Arrangement {sequential by rumber ]g If Other Arrangement, Explain|
= Unit 1; If Other Unit, Explain

e quipment/ Supplies

ile/Record Content Documents relating to recording 1egal adoptnons, Iegitjmahons, delegnhmatons and changes of name that occur throughout

= Georgia. Induded are:

bt - ADOPTIONS - Form 3927 (Certificate of Adoption); certified copies of petition and/or court orders from Georgia courts;
e — adoption certificates or court orders from other states and ather countries for children born in Georgia, as well as for those
children bom in other states and oﬂ'ler countnes and adopted in Georgia; the original birth cerlificate; and the county copy of
the original certificate.
- LEGITIMATION - certified copies of court orders for legitimation or affidavits proving paternity with proof of marriage; original
birth certificate of children born in Georgia, and the birth certificate of children bom in other states and other countries
attached to the order or affidavit; and the county copy of the original birth certificate of those children bomn in Georgia.
- DELEGITIMATION - court order to remove the name of the man listed as the father, the original birth certificate, and the
county copy of the original birth certificate.

- CHANGE CF NAME - orders from courts in Georgia or other states and countries to change the name of an individual born in

I

= the state of Georgia.

= - SEX CHANGES - court order and oriainal birth certificate. . e s I

= Volume/unit i | : Access (WhO) isectlon staﬂ‘ otherwlse,bycourtorder only Il - -
— Monthly Reference — : i
— orent ot 128 Wtz [ m ves[ il

= Original/ Copyforiginal | M= If Copy, Where is Original Stored? | T | - -
mll Disposition

N - Hold in current files areajloqm _]Es; then
Transfer to I State Records Center
Destr{)y? { _

J_-;d l }M, then

Other Information §Records prior to {
gBidg. by 6/1/01. |
- Currenﬂy these records are not belng boxed by year. The estimated reference rate for the entire series is 338 annually J

are stored at the Archive Bidg. 376 boxes are at Archlves Bldg. and will be moved to Vital Records




B stodian (position tltle)IState Reglstrar

itie of Record Series

Total Components

Component Title |

Confidential

Arrangement

Equipment/ Supplies
File/Record Content

Monthly Reference Rate

Original/ Copy |

Other Instructions ]

Other Information: dates 1987 to 1996 only

Birth Certificate Changes Due to Adoption, Legitimation,
Delegitimation, and Change of Name Files
i

abivision/ Ofﬁce% |5ublic Health

i ate Created: l §

Section| Vital Records

a Ended

Records of legal adoptions, Iegltlmatmns, delegltlmahons, and changes of name that occur throughout Georgia that rsult in

changes to blrth cemfcates

If Confidential, Cite Safeguards I

4

Medium lmlcroﬁlm

Unitf

TE

-odlan {current name)iMlke Lavoie

If Other Medium, Explain {

If Other Arrangement, Explain

3

If Other Unit, Explain

H
|
L :

Volume/unit |

—

Current Unit §

I

Disposition

, |E If Copy, Where is Original Stored? |

Access (who) l

i ——

_:]—Unit 3 |

.

Cut off atl

Hold in current f‘ les area

Transferto {

. Destroy? m

I -




|

pision/ Office JPublic Health

itle of Record Series

Delegitimation, and Change of Name Fnles]

Birth Certificate Changes Due to Adoption; 'Legitimat:'on,

Section jVital Records
ate Created: )

Purpose/
Function

changes to birth certificates

IRecords of Iégalr adoptions, legiﬁmaﬁons, delegitimations, and mangé of name that occur th

Total Components: § 3 -:omponent Number: l 3;.
Component Tite |Scanned copy B
= cofidential fyes | If Confidential, Cite Law(s) JO.C.G.A. 31-10-14(b)
— If Confidential, Cite Safeguards

astodian (position title)]State Regisfrar

- !Wdian (currentnamelMﬁe Lavoie

: i
M ! LAR1E i

- Medium [electronic - E If Other Medium, Explaing - . _ i
Arrangement B E If Other Arrangement, Expiaingd .
_ Unit - ___/;lE If Other Unit, Explainf ) ~

i Equipment/ Supplies | ) e e __ |

File/Record Content fsame as component one . i

_ i

= |

|

— |

= |

= |
= Volumefunit | Access(who) | . ‘,ﬁd

Eonthly Reference Rate

Current Unit §

T

= original/ Copy| ]ﬁ If Copy, Where is Original Stored?l| - _ ;ﬁ
—  Disposition
= Cut off at | S I |
Hold in current files areal :; then
Transferto | j ] ] 3 then
= Destroy? | M
‘Other Instructions |~~~ o .
== Other Information: [f1997 to present only ]



